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1. The work now being performed by the Machine Records Brench,
General Services Division, of the Administrutive Services Office is
vital and other punch-card applications which have been planned will
result in savings of time and money for the Agency.

2. The presently authorized T/0 of[lelerks and machine opera-
tors when filled will provide sufficient man-hours to process some of
the additionel Jobs planned but will not meet the demands for service
which bave been requested. The Office of Policy Coordination alone
has departmental tatulating machine needs which will require approxi-
mately half of the time of the present personnel, Plans for estab-
lishing mechine service for other offices are approaching completion.

3. 1In order to meet present and future departmental needs it ie
recommended that the following numbers of additional personnel be
hired as expeditiously as possibles

Tabulation Meohine Planners G3~-11-12
Key Punch Operators oS- 3- L
Tabulation Mschine Operators g%= 3~ §
Clerks (coders) 0B~ L4~ 5

The grades indicated are tentative and will be subject to
revislon as T/0's are established.

ke It is recommended these positicns be carried against pool
positiona for the present rather than change the Administrative Serv-

ices T/0.

Attach: List of Projects Planned

Approved by| |verbally, 1 June 51.
Suggest you arrange for pool slots with Per. and not make T/0
chenges, asljl

/ndica‘te .
cc: Subject File

CONFiDENT 1AL

Approved For Release 2005/06/13 : CIA-RDP78-03568A000200010011-6

25X1

25X1

25X1

25X1



Approved For Release 2005/06M 3:x CIA-RDRZ8-03568A000200010011-6

Prajects wkich have been planned for machine application other thenm those for
OPC apd substantive intelligence requirements are:

Present procedure includes the lieting of all departmental
vouchered and unvouchered positions spd the numbering of
a1l vouchered depsrtmentsl positions. The listing of T/0
gheets for all overseas T/0's end the numbering of
unvouchered departmentel end oversees positions has been
requested.,

This should be installed es of 1 July 1931 if possible.

¢. Youchered Feyroll snd Payroll Accounting

Thie will inciude lesve accounting and special studles for
maditing purposes.

d.

Stock recording eccounting procedurss have besn eatablished
for Account #%, Thess procedures with some modification will
be extended to Btock Accownts #1, #2, #3, end §5.

e. Phuysical Inventory

It will be necessary to tske a physicel inventory of Accownts
J1, $2, #3, and #5 prior to applying punched-cerds. Such
inventories will use punched-card method.

£. Flsot and Eguipment Records
Thie job is & by~product of Account #3 stock record accounting.

g. Budget Accounting
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